« 



'PROGRAM 



SUBPROGRAM 



ELEMENT 



CO^^PONE!; 



TASK 



B, To provide uspr fumi^ings (lib^ry unit), 

1«- Tq provide seatxng 

Desk-chairs (carrels) 
/d, .plabl^chair combination 
3unge chairs 

h 

2o To provide other furnishings 




II. To provide access to documents within the library 

■ . Ao To manage document collections (subject category) 

1. To 9«lect docui\^nts 



a. Selection mechanism 
b o Documents 



(1) Books (subject area) 

(2) Periodicals -serials 

(3) Other 



2, To acquire^ documents 

a. -Ordering 

b. Receiviiig 

3, TOs^classify doctiments 

4, To process documents 



PROGRAM 



V 



SUBPROGRAM 



ELEMENT 



COMPONENT 



TASK 



a. Binding 

b. Numbering and pasting 



To weed and maintain collection 

I' 



a. Rebinding and repairs 

b. Relocating 

c. Discarding 



6, To store doctjpients 



a. Shelving ^ 
ho i Physical area 
c . Environment 
do Maintenance 



, B, To control use and location of documents (library unit) 



lo Circulation' 

2; Loans to other libraries 

* 3, Periodical control 

4, Reserve service 

5o Reshelving 

6, Security 

* C. To facilitate document use (library unit) 

"/ "1. To provide accessory equipment 



PROGRAM 



-SUBPROGRAM 



a. Microform rea:dets 
bo Audio equipment 
c. Visual Equipment 



ELEMENT 



COMPONENT 



TASK 



■ 2o To provide copy service 
III. To provide access to documents in other libraries 

■A. To provide, inter-library document loan (library) 



lo To assist users in requesting documents from other 
libraries 

To request, receive, control and return documents 
• ^ borro^^ed from other libraries 



■ B. To coordinate and administer inter-library access agreements (library)- 
IV 0 To provide aids in identifying and locating doduments and to provide information 
A. To, provide aids to locate documents within the library (library imit) 
lo To provide catalogues 



a. Determining catgijlogue entries 
Maintaining catalogue 



2. To prepare and post directional signs and explanatory^ 
. placards 

B. To provide aids to identify existing documents and to locate documents 
in other libraries (library unit) 

1. To manage index collection * , -«■ 



4. 



^1 



PROGRAM 



SUBPROGRAM 



ELEMENT 



COMPONENT 



TASK 



- 0' 




a. Selection 

b. Acquisition 

c. , Classification and cataloguing 

d. Processing .. ' 

e. Weeding and Maintenance 

f. Storage 

2, To control use and location of indexes 

3, To facilitate index use 



C. To assist in compiling cooperative inter-library catalogues of 

holdings (library) .. _ , 

* 

Do To provide personal assistance for document identification and loca- 
tion and to provide information (library unit) 

1. To assist users in performing literature research 

'and in identifying or .verifying a .specific citation 
2o To provide reference information 



V. To promote use of the library 



.A, To provide publications, advertisements and exhibits (library unit) 
I 1. To provide publications 

a. User guides ' ' 

b. Selected bibliographies 

» 

2. To advertise 

3, To construct exhibits 



PROGRAM 



SUBPROGRAM 



ELEMENT 



COMPONENT 



TASK 



B, To provide personal communication with members of population being 
served (library unit) ' 

1, To perform liaison visits with faculty 
' 2. . To' conduct lib.rary tours and classes regarding use of 
the library 

•, !* " - 

VI, To provide^ general administrative and support services' 

A, To provide administrative service (library) 

«> 

1, To administer personnel activities 

2o To handle payments, receipts, and accounting 
requirements 

3. To prepare programs, projects, and budgets 

4. To administer reports 

5o To perform other administrative services as required 

B. To provide support services (library) ' 

" • lo To provide office supplies*. 

2. To provide copy and duplication service 
3o To provide internal mail service 

Co To provide staff area and office equipment 

1. To provide physical area 

2o To, provide environment 

3o To provide maintenance 

4. To provide office equipment 
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